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Maricopa County Phoenix EMA Planning Council 
TEAM COMMITTEE MINUTES 
4041 N. Central Avenue, Phoenix, AZ 85001   

Planning Council Support Office: (888) 235-1653 Fax: (888) 894.2674  
 

MINUTES  
TEAM Committee    

Tuesday, January 25, 2022 
ZOOM TELECONFERENCING  

  

Committee Members  Planning Council Members  Recipient Staff  Guests  
Chuck Albrecht  P   Randall Furrow P Carmen Batista P  

Eric Eason  P  Ricardo Fernandez A    

Jimmy Borders P Carmen Terrell A    

Rocko Cook A Meaghan Kramer P     
Christie Blanda  A Cynthia Quinn P     

Deborah Reardon-
Maynard 

  
P 

 Casey Johnson  
A 

      

 Anthony Hoelscher A   Rodney Lofton A       

 Taylor Kirkman P      

P = Present                  A = Absent               = Phone/Zoom  

Support Staff: Thomas Rodriguez-Schucker and Michael Koran  

  

Call to order  Chuck Albrecht, called the meeting to order at 10:04 am  
Determination of Quorum  8 of 15 members present at 11:08 am QUORUM ESTABLISHED  

Welcome and Introductions  

The Chair welcomed Planning Council members and guests. The Chair asked   
Thomas Rodriguez-Schucker read the role and asked those present to respond 
when their name was read and for Planning Council members to declare any 
conflicts of interest for the record.  

Approval of the Minutes 
from September 28, 2021 

A motion to approve the November 30, 2021 minutes was made by M. Kramer and 
2nd by E. Eason ; The minutes were approved by unanimous vote.   
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Business Item  Discussion / Motion  Action   

Chair Update 

 Conducted our first New Member Training 
Module following November’s TEAM meeting. 
Chuck Albrecht will be following up with the 
new members to continue with the trainings.  

 Policies and Procedures have been approved by 
StAR pending approval on one issue from Board 
of Commissioners.  

 Planning Council will be staffing a table at AIDS 
Walk this year with Positively You. We are 
looking for volunteers. Please reach out to 
Chuck Albrecht.  

 Thanks to Carmen and Chantie for their help in 
procuring items for membership recruitment.  

Discussion Only. No 
Action 

Recipient’s Update 

 Collaborative Research will no longer be 
continuing their work in Planning Council 
Support with the Phoenix Planning Council.  

 Data request from one of our Executive 
Committee Members. That data will provide 
additional context.  

 The transition plan is included in the meeting 
packet.  

 Determine our Planning Council Application next 
steps. Would the TEAM committee like to use 
the Recipient’s Office Survey Monkey or 
purchase their own.  

 Allocations, Emergency Meeting coming up 
1/26/2022 to discuss upcoming allocations. 

 Carmen shared the allocations up to January for 
revision before the Emergency Meeting.  

Discussion Only. No 
Action 

Review and Manage Planning 
Council Training 

 Conducted the first New Member Planning 
Council Training Meeting.  

 Chuck will be calling the new members to 
discuss how we would like to continue the 
trainings.  

 Asking for volunteer to help create a mentorship 
program for the Planning Council. M. Kramer 
volunteered at this time.  

Discussion Only. No 
Action  

Review and Manage Planning 
Council Membership 
Attendance 

 Nothing at this time.  Discussion Only. No 
Action 
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Business Item  Discussion / Motion  Action  

Review Membership Matrix for 
Compliance with Federal 
Mandate. 

 Nothing at this time.   

Discussion Only. 
No Action 

Develop Membership 
Recruitment Campaign 

 Concerned that we are not as represented as we 
would like to be with our target populations.  

 Chuck has reached out to several agencies to 
identify Part A consumers that will be active and 
help take on leadership roles in the target 
populations.  

 Carmen and Chantie have been helping to 
procure items to help with recruitment.  
 

Discussion Only. No 
Action 

Review and Manage 
Membership Application 
Process 

 Frank Shaffer, building manager at Sundance 
Dental, who would be coming on as a provider 
member. We will be discussing Dental at CHPS  
today, so it is timely that we received his 
application.  

 A motion was made by M. Kramer to 
recommend Frank Shaffer’s application to the 
Planning Council for Membership. The motion 
was seconded by C. Quinn.  

Motion to recommend 
Frank Shaffer to the 
Planning Council for 
membership:  
Motion:   
M. Kramer 
Second:   
C. Quinn 
 
For: C. Albrecht, J. 
Borders, E. Eason, D. 
Reardon-Maynard, T. 
Kirkman, M. Kramer, C. 
Quinn, R. Furrow 
Against: None 
Abstain: None 

Review Scope of Work & 
Planning Council Activity 
Timelines (PCAT) 

 Michael Koran of Planning Council Support 
shared the PCAT for the committee’s review. 
There was discussion had about the items listed 
for the TEAM Committee but no changes were 
made at this time.  

 

Determination of Agenda 
Items for Next Meeting   Nothing at this time.  

  
Discussion Only. No 
Action 

 
Current Event Summaries 
  

AIDS Walk is coming up. We are looking for 
volunteers to help staff the table.  

Discussion Only. No 
Action  
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Call to the Public 
 

None 
Discussion Only. No 
Action 

Adjournment 
The meeting was adjourned at 10:37 AM 

Discussion Only. No 
Action 
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SCHEDULE OF NEXT MEETINGS  

 
 
 

       NOT AVAILABLE AT THIS TIME 

Adjournment  10:37 am  
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Transition Plan 
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Requests 
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Carmen Batista, Maricopa 

County Part A Program 

Thomas Schucker, 

Collaborative Research 

Working Document Released 

on 1.18.2022 

  



  

Minutes – TEAM Committee – 3/29/2022 6  

Summary 
This report has been prepared for the Greater Phoenix HIV Services Planning Council (the Council). Collaborative 
Research has provided notice that they will no longer be providing the Council support activities or conducting 
Council related needs assessments and reports, effective February 28, 2022.  

This report is intended to communicate the transition plan and respond to Planning Council requests for 
additional information to inform recommendations on the long-term strategy for Planning Council Support. 

While the Planning Council determines if they would prefer to hire local staff or contract with a vendor 
organization, the Maricopa Part A Office will be hiring a contractor to carry forward essential Planning Council 
activities in the interim (up to six months).  This position will be referenced as Interim PC Support.   

This report includes: 

 Background information and citations regarding the federally defined responsibilities of Planning Council 

in directing the work of Planning Council Support. 

 Data Request from an executive committee member. 

 Working copy of the transition plan. 

Recommended updates or revisions may be submitted to Thomas@collaborativeresearch.us.   
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Planning Council Responsibilities for Directing PC Support 
Who directs the work of PC Support? The Part A Manual identifies that the Council should direct the work of 

Planning Council support, stating that “Planning council staff may be employed through the grantee’s payroll 

system, but measures must be taken to ensure that the planning council, not the grantee, directs the work of the 

planning council’s staff.”   

How are PC Support positions hired or filled? The Part A Manual recommends that "the procedures to be 
used in hiring planning council support staff or contracting with consultants need to be agreed upon ahead of 
time with the grantee and should be a part of any MOU (memorandum of understanding) between the planning 
council and grantee." 

Phoenix EMA MOU language states that: "The Planning Council will work in concert with the Ryan White Part A 
Recipient to select entities that will be involved carrying out activities on behalf of the EMA Planning Council. This 
shall include but not be limited to consultants, needs assessments, program and outcomes evaluation, etc. This 
collaboration between Planning Council and the Ryan White Part A Recipient shall include the development of 
the scope of services, the development of methods, objectives, and the evaluation of the same via Planning 
Council sub-committee scopes of work/budgets. Planning Council involvement in selection of support entities 
shall adhere to Ryan White Part A Recipient purchasing guidelines and stipulations." 

Where can I read more about Planning Council Support? 
2018 Planning Council Primer 
https://targethiv.org/sites/default/files/file-uspload/resources/Primer_June2018.pdf 

2013 Ryan White Part A Manual 
https://hab.hrsa.gov/sites/default/files/hab/Global/happartamanual2013.pdf  

Compendium of Materials for Planning Council Support Staff 
https://targethiv.org/planning-chatt/pcs-compendium  

Data Requests from Executive Committee Member 

1.    The proposal that Collaborative Research submitted when they initially responded to the RFP for 
Planning Council Support Staff. 
A copy of the contract is included as a separate attachment. Please note that the contract was for blended Part A 
Administrative Technical Assistance Activities and Planning Council Activities, so not all items are relevant to 
Planning Council Support.   

2.    Past and current contracts with Collaborative Research to perform any Planning Council related 
activities – Support Staff and any additional consulting services. 
Collaborative Research has been working with the Phoenix EMA since 2005. Federal1 and state2 records retention 
is limited to three years. Collaborative Research Planning Council contracts since 2011 have been provided as a 
separate attachment.  

 
1 Federal Retention Requirements: https://www.ecfr.gov/current/title-2/subtitle-A/chapter-II/part-200/subpart-
D/subject-group-ECFR4acc10e7e3b676f/section-200.334 
2 State Retention Schedules: https://azlibrary.gov/arm/retention-schedules 
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3.    The detailed budget report of funds paid to Collaborative Research for each year they were 
contracted for Planning Council Support Staff or additional Planning Council related consulting services. 
Collaborative Research has worked with the Phoenix EMA since 2005 and has provided a variety of Planning 
Council Support and related activities such as conducting the Assessment of the Administrative Agent or 
completing Planning Council directed needs assessments. Six years of detailed planning council scope and cost 
information is provided below.  

Table 1. Past 6 years of Collaborative Research Projects and Funding. 
Grant Year Collaborative Research Activities  Costs 
GY20 (3/20-2/21) PC Support 

Assessment of the Administrative Agent 
PSRA Support 
Needs Assessment 

$114,608 

GY19 (3/19-2/20) PC Support 
Assessment of Administrative Agent 
Needs Assessment 
Service Standards Updates 

$77,796 

GY18 (3/18-2/19) PC Support 
Assessment of the Administrative Agent 
Needs Assessment 
Service Standards Updates 

$98,557 

GY17 (3/17-2/18) PC Support 
Assessment of the Administrative Agent 
Needs Assessment 

$93,486 

GY16 (3/16-2/17) PC Support – starting 8/17 
Assessment of the Administrative Agent 
Needs Assessment 

$73,500 

GY15 (3/15-2/16) Standards 
Review/Rewrite PC bylaws 
Assessment of the Administrative Agent 
Needs Assessment 

$74,520 

 

4.    A detailed Planning Council budget report for at least the past seven (7) years; longer would be 
preferable. 
Table 2. Six Years of Planning Council Expenditures with Details.  
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5.    Please provide a detailed explanation of the “designee” role Collaborative Research will play for Part 
A.  For example: What activities will they be involved in? How do you foresee the Planning Council be 
involved with them moving forward in their designee role? Will they be consulting on any activities that 
are directly, indirectly or shared responsibilities of the Planning Council? How much will they be paid as 
designee and from what line item? 
Collaborative Research will be transitioning all Planning Council related activities to the Part A Office's designee, 
effective Feb 28, 2022.  The designee will be a contracted employee who will support the Planning Council while 
the Council decides if they want a PC Support model based on employees or contracted agency services.  

If a contract employee is not identified, the Part A Office will support the Planning Council.  To preserve the 
separation of the Administrative and Planning Council direction, a separate team member is strongly preferred.  

Collaborative Research will continue consulting with the Part A office for Part A internal activities only (for 
example, performing service provider monitoring) and will not be involved in Planning Counsel 
activities/responsibilities either directly or indirectly. 
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Working Transition Plan 
Following are the working transition plans. This is a living document and is intended to help streamline the 
transition and ensure a smooth handover of PC Support responsibilities. Collaborative Research has participated 
in the creation of this plan and is supporting the work necessary to prepare for their successor.   

Work from the transition plan will be completed between meetings and an update will be provided at the 
Planning Councils meetings.  

The following sections are included in the working transition plan: 

 Council Direction of PC Support Activities includes requests that will help plan and ensure that the 

Council is directing the work of Planning Council Support during the next few months and while the 

longer-term, Council directed staffing solutions are put in place.   

 Documents and Materials is a working list of the essential documents for Planning Council. These items 

are being requested to support a smooth transition to the interim PC Support and then the longer-term 

PC Support staff solution identified by the Council.  

 Interim PC Support Key Responsibilities and Tasks. Lists activities that the interim staff (not 

Collaborative Research) will complete while the Council’s designated solution (local staff or contracted 

agency services) is put in place. Includes orientation goals and up to six months of core duties that if 

not completed, would halt the process of Planning Council. These activities are intended to maintain 

essential PC functions while the Planning Council determines the long-term strategy and will begin 

March 2022.  
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Council Direction of PC Support Activities 
The following items include activities and information that are being requested to help ensure that the Council is 
directing the work of Planning Council Support during the next few months and while longer-term, Council 
directed staffing solution is put in place.   

Committee/Council Chairs are requested to submit initial feedback to Collaborative Research by February 11th, 
for inclusion in the updated working transition plan document.  This is a working document and items may be 
revised as needed.   

At the initial publication of this document, 0 out of 9 (0%) activities are complete.  

Table 3. Council Direction of PC Support Activities.  
Item Responsible Party Status 
Executive Committee   
Review and update annual PCAT 
(Planning Council Activity Timeline) 

Executive Committee Open 

Make recommendation(s) to the 
Planning Council about next steps for 
Planning Council support (local staff, 
contracted services, blend). 

Executive Committee Open 

Identify and rank any open projects (1 
most important/would halt PC activities 
if not completed. 2 being the second 
most important and so on. 

Executive Committee Open 

Confirm Provider PC presentation 
schedule for upcoming year. 

Executive Committee 
Maricopa Part A 

Open 

TEAM Committee   
Review and update annual PCAT 
(Planning Council Activity Timeline)s 

TEAM Committee Open 

Identify and rank any open projects (1 
most important/would halt PC activities 
if not completed. 2 being the second 
most important and so on. Draft open 
projects include: 

 Ongoing new member 
orientation 

 Member recognition 
 Purchase of promotional 
materials 

 QR codes for print materials 
 Updated language for PC 
website 

 Others? 

TEAM Committee Open 

Determine if TEAM will be using the Part 
A Survey Monkey for applications or 
would like their own Survey Monkey? 

TEAM Committee Open 

Confirm the application periods (rolling 
or at certain points in the year) 

Maricopa Part A Open 

CHPS Committee   
Review and update annual PCAT 
(Planning Council Activity Timeline)s 

CHPS Committee Open 
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Identify and rank any open projects (1 
most important/would halt PC activities 
if not completed. 2 being the second 
most important and so on. Draft open 
projects include: 

 Dental workgroup 
 Housing recommendations 
 Needs Assessment, etc. 
 PSRA Recommendations 
 Guiding Principles Review 
 Others? 

CHPS Committee Open 

STaR Committee   
Review and update annual PCAT 
(Planning Council Activity Timeline)s 

STaR Committee Open 

Identify and rank any open projects (1 
most important/would halt PC activities 
if not completed. 2 being the second 
most important and so on. Draft open 
projects include: 

 Substance Abuse Standards 
 Psychosocial Services Standards 
 Housing Services Standards 
 Others? 

STaR Committee Open 
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Documents and Materials  
The following items are requests for working document that will support a smooth transition to the interim PC 
Support and then the longer-term PC Support staff solution identified by the Council. The FTP references secure 
file storage for the Maricopa Part A program.   

At the initial publication of this document, 1 out of 23 (4%) activities are complete. 

Table 4. Documents and Materials 
Item Responsible Party Status 
General   
Download all Basecamp files to County 
Drives. 

Maricopa Part A In progress 

Submit original PC logo files with any color-
coding information to the FTP. 

Collaborative Research Open 

Submit editable copies of all finalized 
standards. 

Collaborative Research Open 

After January STaR meeting, submit copies 
of in progress standards 

Collaborative Research Open 

Submit standalone copy of Open meeting 
law presentation PowerPoint and contact 
information. 

Collaborative Research Open 

Editable copy of the MOU Collaborative Research Complete 
Determine digital platform to replace 
Basecamp 

Maricopa Part A In progress 

Minutes   
Submit January draft minutes signed 
packets with single PDF of support 
materials to FTP files. 

Collaborative Research Open 

Submit February draft minutes signed 
packets with single PDF of support 
materials to FTP files. 

Collaborative Research Open 

Submit approved and signed December 
minutes to FTP files. 

Collaborative Research Open 

Review and request any outstanding 
minutes by mid-February 
 

Maricopa Part A Open 

Meeting Materials   
Submit last 12 months of zoom recording 
to FTP. 

Collaborative Research Open 

Submit to FTP the editable copy of the 
current roster for PC meeting with vote 
tracker 

Collaborative Research Open 

Submit editable templates for Agendas & 
Minutes to the FTP. Include: 

 PC  
 Executive 
 CHPS 
 TEAM 
 STaR 

Collaborative Research  Open 

Submit to FTP editable copy of the PC 
Annual Meeting Notice 

Collaborative Research Open 
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Applications   
Submit copies of all applications from past 
3 years to FTP. 

Collaborative Research Open 

Copy online application to Maricopa Survey 
Monkey. 

Collaborative Research 
& Maricopa Part A 

Open 

Submit editable copies of any existing 
notices for PC appointments, renewals and 
resignations to the FTP. 

Collaborative Research Open 

Submit old templates for PC member 
voting 

Collaborative Research Open 

Submit editable copy of representation 
(role & race/ethnicity) for current council 
members 

Collaborative Research In progress 

List of pending applicants with 
representation, position, business, contact 
information and reflectiveness. 

Collaborative Research Open 

New Documents   
Draft membership flow charts (including 
web updates, Board of Supervisor requests, 
background checks, notifications, etc.): 

 New members - from application to 
PC notification of membership.  

 Resigning members. 
 Renewing members. 

Collaborative Research 
and Maricopa Part A  

Open 
 
 
 
 
 
 

 
Finalize a PC Support membership 
procedure checklist for new, renewing and 
resigning members. 

Collaborative Research 
and Maricopa Part A 

Open 

Short checklist on the meeting notification 
timeframes. 

Collaborative Research  Open 

Interim PC Support Key Responsibilities and Tasks.  
The following table lists activities that the interim staff (not Collaborative Research) will complete while the 
Council’s designated solution (local staff or contracted agency services) is put in place. Includes orientation goals 
and up to six months (March 2022 to August 2022) of core duties that if not completed, would halt the processes 
of the Planning Council. These activities are intended to maintain essential PC functions while the Planning 
Council determines the long-term strategy.  

These activities will start in March 2022.  

Table 5. Interim PC Support Key Responsibilities and Tasks.  
Item Responsible Party Status 
Orientation Goals for 1st 30 days 
Meet with PC Chair and Committee Chairs to 
review priorities and open items for the 
committees.   

Interim PC Support 
Council and Committee 
Chairs 

Starts March 2022 

Review orientation materials 
 MOU: Memorandum of Understanding 
 PCAT: Planning Council Activity 
Timeline 

 Bylaws 
 Policies and Procedures 

Interim PC Support 
PC Chair 

Starts March 2022 
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 Open meeting law presentation 
 Other documents recommended by PC 
Chair 

Create a PC document update log (will allow 
review of the documents and help 
inform/communicate when reviews are 
needed) 

Interim PC Support Starts March 2022 

Schedule at least first six months of PC 
meetings in GY 2022-2023. 

Interim PC Support Starts March 2022 

Complete Adobe Sign training if needed. Interim PC Support Starts March 2022 
Review PC file storage and organization 
expectations. 

Interim PC Support Starts March 2022 

Seamless facilitation and scheduling of public meetings: 
Schedule and facilitate the monthly PC Agenda 
coordination meetings 
 

Interim PC Support Starts March 2022 

Collect and distribute packets 1 week before 
the meeting 
 

Interim PC Support Starts March 2022 

Minutes – request PC chair signature on 
approved minutes, post to Maricopa County 
website and distribute via email to the 
Planning Council. 
 

Interim PC Support Starts March 2022 

Review and update Maricopa website with 
most current sets of signed minutes 

Interim PC Support Starts March 2022 

Support Planning Council with Federally Mandated Activities: 
Manage membership roster for compliance 
with federal PC requirements. Track and 
communicate applicant process.   

Interim PC Support Starts March 2022 

Collect PC input on either job description or 
scope of work for the long-term PC Support 
role.  

Interim PC Support Starts March 2022 

Support the Planning Council in completing 
the Assessment of the Administrative Agent. 

Interim PC Support Starts March 2022 

Schedule and coordinate PSRA meetings.  Interim PC Support Starts March 2022 
Facilitate updating the MOU Interim PC Support Starts March 2022 
Other:   
Assist with transition plan for the PC long term 
PC Support person. 

Interim PC Support Starts March 2022 

Assist with closing out open PC projects. Interim PC Support Starts March 2022 
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Phoenix EMA Ryan White Part A 

January 2022 Expenditures and Allocations Report 

 Not on track for a penalty. We anticipate a return of formula funds between $0 (with possible 
overspending) and $153,919. (Calculated from the Funding Category Snapshot Chart).  This is 
within the allowed carryover amount.  

 Service Category Notes: 
o Most underspent: Primary Medical Care at an estimated ~$161,606 underspent. 
o Most overspent: Health Insurance Premiums and Costs Sharing at $497,220. This is 
primarily due to dental costs.  

o Housing is currently allocated for Ending the HIV Epidemic funds.  
 Reporting delays/notes: This report has about a two-month lag time due to processing time at 
the Administrative and Provider level.  

 

 

Funding Category Snapshot 
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This snapshot shows that the grant will be underspent by $153,913 (Projection #1) or overspent by $142,681 
(Projection #2).  Considering allowable carryover of up to $309,939 for Part A, this would lead to a carryover 
request between $0 (overspent) and $153,913.  HRSA approved carryover can be spent in the next grant year. 
We anticipate that actual spending will be somewhere between the two projected estimates.  Notes: 

 Planning Council allocation guidance is critical in this year.  
 We have nine months of data and less than 2 remaining months of the grant year.  The earlier we 
make a change, the larger the impact will be.  The later we make a change, the smaller the impact will 
be.    

 Some categories change more, particularly primary medical care, health insurance premiums and cost 
sharing, food bank meals (Food Vouchers), and Medical Transportation.  

 

 

DRAFT Allocation Recommendations:  
 
There will be an emergency meeting in January to approve allocations.  The following recommendations may 
change based on the most current billing information.  
 
Increase Health Insurance Premiums and Cost Sharing by $312,005  
 
Decreases of $312,005 including: 

 PC Total Decreases of $252,005  
o Early Intervention Services by $47,005  
o Medical Nutrition Services by $85,000  
o Non-Medical Case Management by $100,000  
o Planning Council budget by $20,000 (cost savings from Part B paying for the statewide needs 
assessment focus groups) 

 Part A Office will decrease the administrative budget for Quality Management by $60,000 for a total 
budget decrease of $312,005. The Part A Quality Management budget does not require a PC vote, but 
has been included for transparency.   
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TEAM PLANNING COUNCIL ACTIVITY TIMELINE 
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Training, Education, and Membership (TEAM) 
Committee 

Policies & Procedures 
Approved 10.26.21 

 

 

Overview 

The Greater Phoenix Ryan White HIV Services Planning Council (Planning Council) is an entity comprised of 
volunteer citizen planners appointed by the Chief Elected Official of the Eligible Metropolitan Area (EMA) for the 
purpose of planning for the use of Part A funds to support HIV services in the EMA. 

 

The Planning Council has established the Training, Education, and Membership (TEAM) Committee to oversee the 
recruitment of new members, develop an objective membership application review process, formulate 
recruitment and retention strategies, design membership applications and forms, review submitted nomination 
applications and recommend new members to the Planning Council, and assess Planning Council compliance with 
federal regulations and Planning Council bylaws regarding Council membership.  Additionally, the TEAM 
Committee is responsible for overseeing and implementing new member orientations and ongoing training for 
Planning Council members. 

 

The Ryan White Treatment Extension Act and HIV AIDS Bureau/Division of Service Systems (HAB/DSS) policy 
require that the composition of the Planning Council reflect the demographics of the population of individuals 
with HIV disease and require that certain categories of representation be present on all Planning Councils. 

 

 

TEAM COMMITTEE MEMBERSHIP 

 

Committee Membership Requirements 

Every Planning Council member must be a voting member of at least one committee. Planning Council members 
may join the TEAM Committee by demonstrating a willingness to serve on the committee, a “demonstrated 
willingness to serve” means that a Council Member shall attend two consecutive meetings in order to a member 
of the TEAM Committee and cast a vote. The Planning Council member should make his/her/their desire to join 
the Committee known during introductions at the start of the first meeting. The member may vote as a member 
of the Committee at the second consecutive meeting. 
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The prospective member should make her/his/their desire to join the Committee known during introductions at 
the start of the first meeting. The member may vote as a member of the TEAM Committee at the second 
consecutive meeting. 

 

Committee Attendance Policy 

Committee members are expected to attend regular committee meetings, if a committee member is unable to 
attend a meeting, they should notify the committee chair or Planning Council support. Committee attendance 
requirements will be in concurrence with attendance guidelines provided in the bylaws.  

 

 

Committee Chair and Vice Chair 

For a Council Member to be either the Chair or the Vice Chair of the TEAM Committee, he/she/they must meet 
the following eligibility criteria: 

 

 The individual must be a voting member of the TEAM Committee; and 
 The individual must have been a member of the Council for a minimum of six (6) months immediately 
prior to appointment. 

 

PLANNING COUNCIL MEMBERSHIP 

 

Required Planning Council Representation 

Planning Council members are appointed by the Maricopa County Board of Supervisors (BOS), which considers 
recommendations made by the TEAM Committee and the Planning Council. The Planning Council consists of a 
minimum of eighteen (18) and a maximum of thirty (30) persons residing throughout the EMA. The TEAM 
Committee identifies representatives from each of the following representation categories as candidates for 
Council membership: 

 

Federal Mandates 

 Health care providers, including federally qualified health centers. 
 Community-based organizations serving affected populations, and AIDS service organizations. 
 Social service providers, including providers of housing and homeless services.  
 Mental health and substance abuse providers. 
 Local public health agencies. 
 Hospital planning agencies or health care planning agencies. 
 Affected communities, including people with HIV/AIDS, members of a Federally recognized Indian tribe 
as represented in the population, individuals co-infected with hepatitis B or C and historically 
underserved groups and subpopulations. 

 Non-elected community leaders. 
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 State government Medicaid agency (including the State Medicaid agency [AHCCCS] and the agency 
administering the program under Part B). 

 State agency administering the Ryan White Part B program. 
 Ryan White grantees under Part D, or, if none are operating in the area, representatives of organizations 
with a history of serving which provide coordinated services and access to research for women, infants, 
children, youth, women, and families living with HIV and operating in the area. 

 Ryan White grantees under Part C. 
 Grantees under other federal HIV programs, including but not limited to providers of HIV prevention 
services, and prevention programs. 

 Representatives of individuals who formerly were federal, state, or local prisoners, were released from 
the custody of the penal system during the preceding 3 years, and previously incarcerated individuals 
with HIV disease as of the date on which the individuals were so released or AIDS, or their 
representatives. 

 

Other Mandates 

Planning Council members representing the general public shall include, whenever feasible, representatives of 
the following groups, to create membership that is reflective and representative of the epidemic in the EMA: 

 

 Must be a resident of Maricopa or Pinal County 
 African-Americans 
 Asian American 
 Pacific Islanders 
 Hispanics and Latinos 
 Native Americans 
 Women 
 Gay/Bisexual/Transgender communities 
 Persons with Hemophilia 
 Residents of Rural Communities 
 Representative of the IDU community 
 Parents/Guardians of HIV-infected children 

 

No less than thirty-three percent (33%) of Planning Council members shall be HIV-positive individuals who are 
consumers of Part A services. The TEAM Committee shall seek to select members of the general public who are 
representative of current epidemiological data and projected growth. The TEAM Committee shall seek to solicit 
consumers of publicly supported Ryan White services in the nomination process. 

 

The Planning Council memberships consist of the following member categories: 

 

Provider Members – Planning Council members who represent Federally mandated provider categories, Part A 
subrecipients, and local prevention/health planning agencies. Provider members may be recipients of Ryan White 
funds; and must declare their Ryan White related conflicts of interest at the beginning of each meeting. The Chief 
Executive of the provider agency shall select the individual who will apply to be the Provider Member 
representing the provider agency.  
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Community Members – Planning Council members who are non-elected community members, affected 
communities, and PLWH who disclose their HIV status. Community members will not have a conflict of interest 
due to an affiliation with Ryan White funds. There are three categories of Community members: 1) HIV positive 
individuals who are recipients of Part A services, 2) HIV positive or negative members who are not Part A service 
recipients, and 3 non-elected community leaders). 

 

Alternate Members - A Provider Member may have an Alternate Member who will be designated to attend 
Council meetings and participate in all Council activities in the event of the member’s absence. An alternate may 
not attend more than three (3) consecutive meetings in place of the Planning Council member. The fourth (4) 
consecutive meeting attended by the alternate will be considered an unexcused member absence. The Chief 
Executive of the provider agency shall select the individual who will apply to be the Alternate Member 
representing the provider agency. 

 

The Alternate Member may not be an existing Planning Council member and the alternate must be 
representative of the same provider agency as the Provider Member. The names of all alternates must also be 
submitted to the BOS or its designee for prior approval. 

 

Alternate Members are encouraged to attend Planning Council meetings and committee meetings for which 
his/her/their Provider Member is a member. 

 

Alternates will be selected through the same process as Provider and Community  members. 

 

Recruitment 

Federal mandates for membership require that the TEAM Committee engage in effective recruitment. The 
Planning Council uses various methods to recruit new members: 

 

 Recruitment of Persons Living with HIV (PLWH) who are already providing input as non-members and 
consider them for membership. Encourage multiple levels of PLWH involvement. 

 Inclusion of historically underserved populations  
 Inclusion of subpopulations  
 Target membership opportunities in newsletters, or community newspapers targeting PLWH. 
 Obtain referrals and recommendations from PLWH 
 Develop linkages and ongoing dialogue with community groups  
 Develop linkages with AIDS service organizations and other human service agencies  

 

At each meeting, the TEAM Committee will review a membership matrix. If any of the federally mandated and 
locally required membership categories are vacant or may soon become vacant, or if the composition of the 
current membership does not reflect the demographics of the epidemic in the Phoenix EMA, the TEAM 
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Committee will identify the areas of needed representation and prepare to recruit, screen, and recommend 
appropriate individuals for appointment to the Planning Council.  

 

The TEAM Committee continuously conducts outreach, recruits new applicants, and accepts applications from 
those who are interested in Planning Council membership in order to have a pool of qualified candidates. The 
Planning Council normally begins recruitment for a specific membership category three months before the 
incumbent’s term ends. Current members are given the opportunity to apply for reappointment prior to new 
nominees being sought to fill their potential vacancy. 

 

 

 

 

 

 

 

Membership Application Process 

 

Application 

Applications for Planning Council memberships will be provided in either an e-application or hardcopy format.  
Whenever possible, additional accommodations will be made for individual needs. 

 

Application packets are disseminated through recruitment events, Planning Council outreach tools and on the 
Planning Council’s website.  Upon request, applications will be mailed or e-mailed to interested individuals by 
support staff. The packet will include:  

 

 An application form. 
 A conflict of interest statement. 
 A description of the Planning Council that explains roles and responsibilities, describes committees, 
states attendance requirements and required time commitment, and other key policies. 

 A self-addressed stamped envelope will be included when an applicant requests that a hard copy 
application be mailed by support staff to them.  

 

The e-application packet will be electronically submitted to Planning Council support staff when completed by 
the applicant. The applicant will receive an electronic copy of his/her/their completed application for their 
records.  Applicants who complete a hardcopy application will be provided instructions on how to return 
his/her/their application. 
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Processing of Applications 

Due to privacy issues and potential disclosure of personal information, the membership application review 
process is only open to voting members of the Planning Council and Planning Council Support Staff. The 
application review process is not open to the public. 

 

Upon receipt, the Planning Council support staff logs the applications by date and category, notifies the 
applicant(s) that it has been received, and that they will be followed up with by a member of the Applicant 
Review Panel (Panel). Planning Council support staff forwards all the applications to the Panel. The Panel will 
consist of two members and a backup from the TEAM committee.  

 

The Panel will contact applicants via e-mail or mail. The contents of this correspondence will acknowledge receipt 
of their application, outline the process for appointment and request confirm his/her/their continued interest by 
contacting the sender to arrange for an interview. The correspondence will include the following documents: 
Ryan White Planning Council Primer, Planning Council Bylaws, Planning Council Meeting Schedule, Committee list 
with descriptions and the Unofficial Ryan White Part A Acronyms List. 

 

Interview Process 

The interview process is designed to ensure that the applicant meets the criteria established and the Planning 
Council’s category, skill, and reflectiveness needs. The interview provides the Panel an opportunity to ensure that 
the applicant understands the roles and responsibilities of the Planning Council and gives the applicant an 
opportunity to ask questions.  The interview also provides the opportunity for the applicant to determine if 
appointment to the Planning Council will meet their personal goals. 

The Panel and applicant discuss the applicant’s understanding of the following: 

 

 The roles and importance of the Planning Council. 
 Statement of membership commitment. 
 The time commitment required (6-8 hours a month, regular participation at Council meetings, active 
participation in at least one committee, and attendance at special activities such as retreats, data 
presentations, work sessions, and priority setting and resource allocation) 

 Meeting schedules and locations. 
 The representational needs of the Planning Council. 
 The need to have a Council reflective of the local epidemic. 
 Conflict of interest policies. 
 The need to make decisions based on the needs of the community and not on the needs/wants of an 
individual member or group. 

 Issues related to disclosure and confidentiality, including levels of disclosure permitted and necessity of 
maintaining confidentiality regarding the status of members who are not publicly disclosed. 

 Confidential reimbursement of expenses for transportation and childcare for consumers to enable them 
to attend Council meetings. 

 The membership process and timeline. 
 Background screen requirements. 
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If an applicant wishes to continue the application process following the interview, the Panel will move the 
application forward for consideration by the TEAM Committee.  The Panel will inform the applicant when 
applications will next be presented to the TEAM Committee to vote on recommending applicants to the full 
Planning Council.  In the interim, the applicant will be encouraged to attend and participate in Planning Council 
and committee meetings.  The applicant will be invited to attend scheduled New Member Orientations and other 
training provided by the Planning Council during their application process.  

 

 

Recommendation to the Planning Council by the TEAM Committee 

The TEAM Committee will review applications semi-annually in March and September. The TEAM Committee 
may review applications at other times during the year if necessary to comply with Federal mandates. 

 

Applicants will have the opportunity to provide a brief introduction of themselves to the TEAM Committee. 
Following the introductions, the TEAM Committee will go into Executive Session to discuss the applicant(s).  
Motions and seconds will be accepted to recommend the applicant(s) to the Planning Council for consideration.  
Following any further discussion, TEAM Committee members will vote on any motions made and seconded to 
recommend applicant(s) to the Planning Council for consideration.  

 

For applicants who were recommended by the TEAM Committee for consideration by the Planning Council, 
support staff will contact them to inform them that their application was recommended for consideration by the 
Planning Council, provide them with a Maricopa County Background Check Release form, and inform them of the 
next steps in the process. 

 

For applicants who were not recommended by the TEAM Committee for consideration by the Planning Council, 
support staff will contact them to inform them that they were not recommended for consideration by the 
Planning Council and thank them for their interest. 

 

Recommendations to the Planning Council and BOS 

The Planning Council will review applications recommended by the TEAM Committee semi-annually in April and 
October. If necessary, the Planning Council may review nominations recommended by the TEAM Committee at 
other times during the year if necessary to comply with Federal mandates. 

 

Applicants recommended by the TEAM Committee will have the opportunity to provide a brief introduction of 
themselves to the Planning Council. Following the introductions, the Planning Council will go into Executive 
Session to discuss the applicant(s). Motions and seconds will be accepted to recommend applicants to the BOS 
for appointment to the Planning Council.  Following any further discussion, Planning Council members will vote 
on any motions made and seconded to recommend applicant(s) to the BOS for appointment to the Planning 
Council.  
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Support staff will notify applicants who were forwarded to the BOS for consideration of appointment to the 
Planning Council and inform them of the next steps in the process.  

 

For applicants whose applications were not being forwarded to the BOS for consideration, support staff will 
contact them to inform them and to thank them for their interest. 

 

Support staff will forward applications recommended by the Planning Council to the BOS for appointment 
consideration.  

 

For applicants that are approved for appointment to the Planning Council by the BOS, support staff will contact 
these new members by telephone and send a letter announcing their appointments and what they can expect 
next. 

 

Applicants not appointed by the BOS will be contacted in writing to inform them of the BOS decision and  thank 
them for their interest in the Planning Council. 

 

The decision of the BOS is final and may not be arbitrated. 

 

Terms 

Members shall be appointed for three year terms, beginning on the first day of the month following the approval 
by the BOS.  

 

Council Membership Reappointment 

Members may be reappointed for additional terms. Support staff will contact the member 3 months prior to the 
end of his/her/their term to determine whether he/she/they intends to re-apply.   

 

Reappointment will be based upon the following criteria: 

 The member’s stated desire to be reappointed.   
 The current composition of the Council, and the level of compliance with HRSA requirements for 
representation and reflectiveness 

 The individual’s level of participation, and the overall contribution to the Planning Council and its 
committees 

 The availability of potential Council members from various sources within the EMA 
 The recommendation of the TEAM Committee, the recommendation of the Planning Council and the 
reappointment by the BOS. 
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For terms that begin in March 2022 or after, members may serve a maximum of  two consecutive terms. 
Following serving two consecutive terms,  individuals may reapply to the Council after a waiting period of at least 
one calendar year.  

 

Changes in Membership Status 

Members may not conduct themselves as representatives of another category for which they were not 
appointed. If a Planning Council’s membership status changes (i.e., alternate status, termination of employment 
by a provider they represent, or becoming employed by a provider), the member must notify Planning Council 
support staff immediately in writing. Members experiencing such a change may request consideration for a 
transfer to a Planning Council member position for which they are eligible (i.e., Community Member). Loss of 
current membership status from the Planning Council shall occur on the date of employment or termination of 
employment with a service provider.  

 

Planning Council support staff will notify the TEAM Committee of the member’s request for the change and add 
discussion of the item to the next TEAM Committee agenda as part of the routine executive session. 

 

The TEAM Committee will review the request with the following considerations: 

 Availability of an additional membership in the new category 
 The member’s level of participation  

 

If the TEAM Committee and the Planning Council recommends the change, Planning Council support staff will 
notify the member and request the approval of the change by the BOS. The membership change will not take 
effect until the BOS approves the change. 

 

 

Council Membership Resignation 

There are two methods of resignation from the Planning Council: 

 

Resignation by Absence. Absences from a total of three (3) meetings within any rolling twelve (12) 
month period will be deemed to be a voluntary resignation of Council membership. Following the second 
absence in a rolling twelve month period, support staff will forward a certified letter to the member to 
remind them of this policy and inquire if they are still interested in continuing their member status, if 
they would like to request a leave of absence due to illness or other mitigating circumstances, or if they 
wish to resign.  Members will be provided two (2) weeks from the receipt of the certified letter.  Failure 
to reply will be considered a voluntary resignation.  If the certified letter in undeliverable, this will be 
considered a resignation due to abandonment. 

 



  

Minutes – TEAM Committee – 3/29/2022 28  

If a Council member is facing resignation by absence due to illness or other mitigating circumstances, the 
member may request that the Council Chair waive this provision. If the Council Chair declines the 
request, the member may appeal the decision to the Executive Committee. The BOS Designee or the 
Designee’s alternate are exempted from attendance requirements under this Section. 

 

Voluntary Resignation. Any Council member may resign by providing written notification  to the Council 
Chair.  

 

An individual who has resigned voluntarily or by absence may reapply for Planning Council membership after 
waiting six (6) months by following the established Planning Council membership procedure. Following a second 
resignation, individuals may not reapply for Planning Council membership. 

 

Exit Interview 

The TEAM Committee will seek to interview all outgoing Members for insight on his/her/their experience with 
the Planning Council. The committee will try to identify the specific reasons the member is leaving the Council. 
Particular attention to the health issues of people living with HIV or AIDS will be considered by offering a leave of 
absence to permit a hiatus. This type of absence would not require reapplication of the member if he/she/they 
returns to the Council while time remains in her/his/their term of membership.  

 

Member Training 

The TEAM Committee has established the following training plan to provide all Planning Council members with 
the information and skills they need to be active and effective participants in Council activities. 

 

New Member Orientation 

Prior to their participation on the Council, new members will participate in an orientation training, to better 
understand the purpose and activities of the Planning Council and the roles and responsibilities of Council 
members. This orientation will include: 

 The Ryan White Treatment Modernization Act 
 The roles and responsibilities of a Part A Planning Council, and of its members 
 The structure, policies, and procedures of the Council 
 Conflicts of interest 
 Dialog vs. debate 
 When to be an advocate, and when to be a planner 
 An overview of data collection and analysis 
 Comprehensive planning 
 Priority Setting and Resource Allocation 
 The role of Planning Council Support staff 
 Grantee and Administrative Agent responsibilities 
 Confidentiality issues 
 Expectations of Council members 
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 Attendance requirements 
 

For the first six months of their membership, new members will be assigned to a Liaison, a seasoned member 
of the Planning Council who can answer questions and provide guidance as needed. 
 

 

Ongoing Training 

The TEAM Committee, in collaboration with Planning Council Support, will provide ongoing member training 
throughout each year. 

 

Planning Council members are welcomed and encouraged to participate in training opportunities that enable 
them to be more effective Planning Council members. Planning Council support staff will routinely forward 
training opportunities they become aware of to all Planning Council. Members are encouraged to share 
training opportunities with Planning Council support staff so they can share the opportunities with Planning 
Council members. 

 

Leadership Development 

The TEAM Committee, in collaboration with the Executive Committee and Planning Council Support, will 
offer a limited number of Planning Council members the opportunity to participate in a Leadership Academy, 
when scheduled. This series of workshops has been developed to offer Planning Council members, who have 
expressed a desire to move into leadership roles on the Council, with the essential skills and knowledge they 
will need for success.  

 

This training is in addition to the Ryan White Treatment Modernization Act and Planning Council specific 
training offered at the annual Planning Council Retreat. Participants in the program are determined by the 
Executive Committee. 

 

Encouraging Consumer Participation in Planning Council Activities 

The TEAM Committee will maintain a matrix of priority populations.  This matrix will be reflective of the service 
region’s HIV/AIDS epidemiological profile, underserved populations, gaps in Planning Council representation and 
populations identified in Part A grant applications as priority populations.  The matrix will be utilized to conduct 
Planning Council consumer outreach to inform priority populations of opportunities for them to participate in 
Planning Council activities encourage them to do so. 

  

Consumer Outreach  

The TEAM Committee seeks to educate people living with HIV/AIDS about the Planning Council, its planning 
processes, and services funded by Part A of the Ryan White Treatment Modernization Act. These activities may 
occur in a variety of formats, including educational forums, discussion groups, and community presentations. 




